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GEORGIA DEPARTMENT OF LABOR
EMPLOYMENT SECURITY AGENCY
¢ ADMINISTRATIVE SERVICES DIVISION
RECORDS MANAGEMENT AND CONTROLS

A

) Applicatibn Number
APPLICATION FOR ' /

76-142
AMENDMENT TO RECORDS RETENTION SCHEDULE
Application Date: ‘ ﬁ | ' FOR STATE RECORDS MANAGEMEVNT DIVISION USE
Date Received Application No. Date Completed
SEP 1 3 1082 TO@-1U2-A JAN 19 1983
May 11, 1976
Record Series Title:  Comprehens ifre Employment Training 'Person to Contact: W. F. Reynolds

Act (CETA) Trainee Paid
Allowance Check Files

Item number to be amended: Telephone No. 656-3074
‘ 24 and 25
Reads as follows:
Item 24: require files to be kept 4 yearé; administrative decision.
Item 25:  Cut off file at end of F.Y., hold in current file area 1 year or until

federal or state audit is completed, whichever is later; then transfer
to State Records Center; hold 3 years, then destroy.

Amended to read:

Item 11: Federal Retention Instructions, Prime Sponsor instruction No. 80-025

Ttem 12: Records created on or before 30 Sept. 1978: Destroy 30 September 1983.
S Do not destroy until all audit questions are resolved.
Records created on or after 1 October 1978: Cut off files at end of
each fiscal year; hold in current files area 1 year; then transfer

to State Records Center; hold 4 years; then destroy upon resolution
of federal audit questlons

Reason for change:

Reference: 41 CFR 29-70.203%531 and CETA Forms Preparation Handbook, Chapter V1.
Item 3.A Para 3 ed g Register Vol. 45 No. 99 May 20, 1980.

AUTHORITY: 7 . - |
Division Director/Designee™~ ” 4{_‘, 49— Date % /_.. f 53—

i y g g // y A , - 9‘2_
Records Management Offices (RM&C): ~ ,7 z ,,w .‘y 4. _/‘j'l Date E —,j/ ——

" Chief, Records Management and Controls: &L~ .é Z VL// 4 ! i 6&%&-’- Date Q -3/ — 5’7 2_

W \// | | Date 9"'2 -£2
Date /{"TL'?V

i Y
O@ecretary of State/Designee: _fdAl/M W } Date / I/ "/ f el
Attorney General/Designee: e ‘Date~=" - -/g 3

—

E£SA Director:

State Auditor/Designee:

ESA-143 (R-5/82)




S : GFORGIA DEPARTMENT OF LABOR
CoL T EMPILOYMENT SECURITY AGENCY
: . ADMINISTRATIVE SERVICES DIVISION
L RECORDS MANAGEMENT AND CONTROLS ‘
‘ f ' Application Nimber
! ' APPLICATION FOR }
' * AMENDMENT TO RECORDS RETENTION SCHEDULE ¢ +  —eoe— oo oo

I

e A e

Application Date: July 30, 1980 ‘ FOR STATE RECORDS MANAGEMENT OIVISION USE
) : i ' ‘ Date Received Application No. Date Completed

SEP 181980 TG=-142-0 NOV 171850

- [P . - N

Record Series Title: 76-142 CETA‘—Tra inee Paid Allowance Person to Contact:
Check Files f '
Item number to be amended: . Ttem 16 on old form Telephone No. 656-3040
‘ Item 10b on new form (3/80) :
Reads as follows:  ''no" on confidentiality of records
Amendedtoread:  ''yes' on confidentiality of records

GGk 59-£370)

Public service employge records under CETA
1 other personal recwsrds including financi
to the public to thé\same degree that it m
Georgia State Merit
records confidential

main open to public
records shall be
es such infor-
stem regulations

Reason for change:
1nspect15ﬁ;

made "availab
' mation availableNgbout its employees.
therefore make allNexcept PSE employmen

AUTHORITY: ‘Federal ster, Jiéy 20 79;
; Division Dir'cctqr/Dcsignce: =

«
-

Records Management Officer (RM&C):__ o

Date_ e .

Date___l_e;s_p_#'-_ 89 .-

pate_ /O ~27~ &0
Qate___//’/ z- fd__.

ESA-143 (3/80)

ESA Director:

State Auditor/Designee:

Sec:et%tagcmesignee: B

Attorney General/Designee: _, /4 ; - e
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r , GEORGIA DEPARTMENT OF LABOR
: EMPLOYMENT SECURITY AGENCY
ADMINISTRATIVE SERVICES DIVISION
4 RECORDSMANAGEMENT AND CONTROLS ‘
‘ Application Numb_er
‘ ' APPLICATION FOR L 76-142=f
AMENDMENT TO RECORDS RETENTION SCHEDULE  / - :

Il

T o LN [ UV ST T T pn

" FOR STATE RECORDS MANAGEMENT DIVISION USE
Date Received Application No. _ Date Completed

JUL 141882 M= 142~ R IG5 0 1900

Application Date:

May.die—}GHG
Now 117, las0
Record Series Title: ~ Comprehensjve Employment Training Person to Contact: W. F. Reynolds

Act (CETA) 'Trainee Paid
Allowance Check Files

Item number to be amended: Telephone No. 656-3074

24 and 25
Reads as follgws:

Item 24: require files to be kept 4 years; administrative decisiom.

- Item 25: Cut off file at end of F.Y., hbld in current file area 1 year or until
federal or state audit is completed, whichever is later; then transfer

- . to State Records Center; hold 3 years, then destroy.

Note: because the form design has changed, items 24 and 25 above correspond \
Amended toread: to items 11 and 12 below; the former using the old form and the latter using

the new.
Item 11: Federal Retention Instructions, Prime Sponsor instruction No. 80-025

Item 12: Records created on or before 30 Sept. 1978: Destroy 30 September 1983.
Do not destroy until all audit questions are resolved. :
Records created on or after 1 October 1978: Cut off files at end of
each fiscal year; hold in current files area 1 year; then transfer
to State Records Center; hold 4 years; then destroy upon resolution
of federal audit questions. -

Reason for change:

41 CFR 29-70.203b-1 and CETA Forms Preparation Handbook, Chapter V1.

Reference:

Item 3.A Para 676.35 Federal Register Vol. 45 No. 99 May 20, 1980.
AUTHORITY:
Division Director/Designee: Y, Date

ﬂ ;ﬁ / Date

Records Management Officer (RM&C):
Chief, Records Managemegt and Controls: ’ WM\ Date /é/f? -
ESA Director: / Date 7/ 7/ 52/

State Audntormesuw Date 1ﬂ 1(8/ 1

Secreta%temesignee' éW&M W _ Date 7 -/ 5= 5>

Attorney General/Deugnee__‘%/ : . Date &2—4 _2 i
' ESA-143 (R-5/82) _
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oF Appltication for DEPANTNENT OF ANCNIVES & NIBTORT T PAE
> GEORGA REC?R DS DISPOSITION STANDARD RXCOMDS MABACEINEDT DIVISIOR Y A !
. l_\":PF |,.-u,,,“’..H i T074A iNsThaTrons | Ses separate l"l‘l!l'uftl("!l for zompiation :f‘foﬂ RECORDS vullnGE)-l;l'l; Dlﬂsld;%;! .
L;? . 3; 1974H front and reverss of this f"_‘ Sign sriginal and tuo copise Date Prcrlved“ ; Application Mo, - bate Completed
2 ‘l‘r"fr Applirelion No. aad foruard to n"apnrt-our of Qre’nu-n and Nistory, lf!"l!lan 1 1 197E
ﬂx 6 3/ : Pecords Mamnaaanent ‘)f{lcu- ' FEB 1 0 ‘876 76 ..lq L MAY
= RSIAY. Plvisf n. Tutdlvisios & Adlln stering Office Address ' . Person to Cautar‘ P ’
?*Z2esrris Lepartmant of Labor : :
Jnem3loyment Insurance Division PR .
Special Programs Payment Unit - Dm 367 State Office Bldg; C. R, Ridge
AL7 Plta, n"D"‘""" Qf‘,')’%h . 5. Worklag Title A . Ter. Wl
_ . Supsrvieor 55£-307h
?.KCTION REQU STED '
.l ESTABLISH DISPOSITION STANDARD, DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTIN%E T0 ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
E.x %;iéisgf&sgigzgt 9.Exact Series TiFle C?mprehensive Egployme§f Traiping _ct(CETA)
33/51/7, to date ! . Trainee Paid Allowance Check Files,
FO.

What is the function of the office in which this record series is created? ‘

The ftnction of the Un employwent Insurance Division is to implerent the CGeorgia Trmrloyment
writy Law which rrquirec that legal entities employins workers in feorgia report and pay A
on the wages of such employees; and to subsequently pay benefits to such covared workers
they are unemﬂlo*ed through no fault of their own end when the; comply with certain other

ive
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mentSe The Division administers the payment of allowances and wages as required by the
ower Proorams of the United States Department of Labor.
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ceial Dro~“avc Paymen— Unit reeaives inihial eproll,nnt forms and establish: ' & payment
> gach individual trainee; recelves and precescses weekly requests for payment of
s, wages and paymert of TIncentive Allowance and Tralnzng Belated Evnense to perticipanty
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woiled in the Work Tncentive Program, Makes pericdic auditl and revieu of payment racords to
vent duplicate or overpayments and maintains records to ascertsin continued elicihility.

T

- This file contelns the following documents (1nclude form numbers and titles, if any, . -

and file arrangement). . . .
Decvments relating to d1sbursing funds to participantq of programs inltiated by the SR
Comprehensive Employment Training Act. . . :

Included are cancelled checks for wages and allowances earned throuah programs initlated
by the’ Comprehensive Employment Training Act. L I

1

File is arranged: chronologically by date chedh paid' thereunder numerically by check number.i

ATTACH SAMPLES OF THE FILE

l? . TIUIPHENT ASCHPIRL . W, of Dravers Cu. Ft. of Recorde . . Bo. of Dreawvsers Cu. P1. of Records |
Letter-siee Piie B 0 O . AWNUAL RATE OF ACCUMULATIAN 30 . 10 ;
=-sie e ravers .
’ in Off1ce{n) ’ In Storage areate? |
Legesl-slze Tile Cravers O O Tiocor Space Occupled lSquare Feet) - ; :
‘ 7] nene
) ’ ’ . T Tats Last erecedingfaii Prior
- - ~ e [ ‘ y ¥ Year'e Year's Tear's Tears® |
2 ¥ 8 gQard Trays - 22 .38 o g -
. ' ] AVERAGE Dafty REFEMENCEE -0 0 0 0




. QUESTIONNAIEE Piace an "2" in :;‘Proper cotumn. If anaver 1» “YE3.," please eapinin | ' ' ¥ MTESo

~ NG
13. Is this the Record Copy pf the series? BT Y
1L. Is there a duplication of ‘this séries in another bffice or'agency?, . | 1y X1
i . - { e B . )
15. Is the linforfation contained in this series ever summarlzed or publlshed? {1 X]
Attach copy of summary or publication. '
16. Does the seriés contain classified 1nformat10n requlrlng security handlxng” 01 1l
17. Does the series 1n1t1ate, amend or terminate agency policies and procedures? | [.] X3
18. Could the function Be-performed if the files wére lost or destroyed? - f_ ' K1 [1]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? - 1 K]
20. Does the record series grovide date as input to an EDP file? o [ ] ]
- 21. Does the record se;ies:contein documentation produced as EDP printout? 11 E]
22. Has the Federal Government issued instructions governing the retention/dispo- .[,] [.]
sition of these files? Federal Pegister (Vol. 40, NWo. 47, Part III),"Guide to -
Records Retention Requirements"( January 1, 19275 ) Part VIII o
23. Will there be a need for these records 10, 15 years from now? If yes, what? (1 K1

2k. REQUIREMENTS. The following requlres the files to be’ kept i _ years:

a.[ ]STATE b.[]S’I'ATUI‘E OF . c.[]AI_JDIT d.[]FEDERAL e. D\]ADMINISTRATIVE £ [JHISTORICAL
LAW - LIMITATION =~ - PERIOD -~ . LAW = DECISION = - VALUE

(Cite Law, Statute, or other reason for the retention requzrement)
. See item 22 :

»

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER____S_ee_b_eloﬂ - ,then.

Hold in the current files area ' month(s) __Jyear(s)

Transfer to [ ] State ‘Records Center { ] Local Holdlng Area, hold__ _ﬁ_year(s)
Destroy.

Transfer to State Archives’ for permanent retention.

Destroy immediately after cut-off. o '

[ x] Other: (Specify) « ° - ' Cut off file at the end of each Fiscal year, hold incurrentf -
files area 1 year or until Federal or State Audlt is completed, whlchever 1s 1ater, then
transfere to State Records Center, hold 3 years; _then’ destroy. : - p

-
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(Indicate briefly -rationale for recommendations above/or write additional remarks):
To '11n1nat= the necessity of using much noeded filing ccuipment and space ¥EX with fll°5
31

hat are now inactive but must be held for lLi-years be fore destruction.
Fecgr ggenept oy&’dﬁ‘%atm’[ Jate THER REQUIRED SIGNATURES -
(ﬂ,ﬂ}’“ 7 2796 | SR R ES DATE
/Qecommendations Agen6y Head/Designee éfﬂg -
in paragraph 25 Approved Disapproved MW 5_2 6
are: Auditor/Designee
L agproved [ ] Disapproved - 1-1Le
STATE RECORDS]_%Secre of State/Designee '
COMMITTEE Mﬁ%ed [ l/Disapproved o 2‘/_?'76
Attgirey General/Designee
Approved [ ] Disa roved N4




ST‘TE . - - o . oFrics 0! BECAETARY P' BTATR

[1]3 App] i ca t i On for DEPARTNEET OF ARCNIVES § RIBTORY . Pfi
: GEOR(;IA RECOFDS DISPOSITION STANDARD RECORDE MANAGEWENT DIVISION , A
1. lppllttllon Date . 6 l'g-ﬂu{'rlo.s ' See ssparate inatructions for completion =f ] rol IIEFNDS HAilGEEI DIHS[OI t V
FeDT‘qu‘y 3’ 197 front .dﬂd reverass Vaf this fol'ﬂ"‘ Sign original and twe Cﬂpl.'ll Date Recelved [ . l'vllé‘."on Yo Lete Completed
2 Agency Kppiteation fo. and foruard to Pepartment of quhis.n ‘and History, Attention. .
~Df( 03/ l.ln.nrd. Management 1fflE'll‘ ‘ t ‘ F i 0 1976

AG!I"! Piviwicn, Subdivigfon & Ad-lnlllorin‘ VEfice Addreas
Georeia Department. of Labor

Unesnloyment Insurance Division .

Special Programs Payment Unit - Rm 367 State Office Bldg C. R. Ridge

B Person to Cootart
.

Atlﬂl’lta Geor‘gia 3033]_]. ) . Voriinm Titie g, | el Wal
7 7 : : Supervisor 654-3071
T.IzllaN REQUESJED i
E] ~ESTABLISH DISPOSITION STANDARD; - - DISPOSE OF PRESENT ACCUMULATION; .
RECORD WILL CONTINQiiTO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

B .Earliest & Latest 9. Exact s” i i peh N
‘Dates of Series & eries Title Comprehensive Employiient Tlaﬂnlnﬂ Act (CETA)

08/01/7h to date [ Traineo Paﬂd Allewance Check Fileg,

P 0. What is the function of the office in which thls record series is created?
The function of the Un ermploymcnt Insurance Division is to irplemont the Georgia Employment

Security Law which requirec that lezal entities employing workers in Ceorgla report and pay
taxes on the wages of such eroToye"s, ard to subsequcntly pay benefits to such cov~red workars
when they &re unemployed through no fault of their own and when thay comnly with certsin other
requirements, The Division administers the payment of allowances and wages as required by the
Manpower Programs of the United States Department of Labor. - : - - .

~ The upCC1al Pronrams Payment Unlt reczives initial cnrollment forms and establish - a payment
record for each individual trainee; receives and processes weekly requests for payment of
allowances, wages and payment of Incentive Allowance and Training Related Exnense to participante
enrolled in the Work Tncentive Program, Males periodic audit and review of payment records to
prevent duplicate or overpayments and maintains records to ascertain cortinued eligibility,

1. This file contelns the follow1ng documents (1nc1ude form numbers and tltles, if any,
and file arrangement). ‘
Documents reTating to disbursing funds to participants of programs 1nitiated by the RS
Comprehensive Employment Training Act.

Included are: cancelled chécks for wages and allowances earned through programs inltiated )
,by the Comprehensive Employment Training Act.

LSRR P

File is arranged chronologically by date chech paid thereunder numerically by check number.

: ATTACH SAMPLES OF THE FILE

r? St ———
. EQUIPHERT ACCHPIRU ., WMo, of Drawvers Cu. PL. of Records r No. of Dravere Cu. PL. of Recorda
Letter-arse Fiie Drave 0 O . I ARNUAL BATE O ACCUMULATin® - 30 oL ok 1¢

- L] ravera - - - . J -
In Officeln) In Storsge Areats)
Legsl-elze File Cravers O o Ficer Spare Occupled (square Feet) ”
N : IR none
. This Lawt PrecedingfAil Prior
- M ear's Year's Tesar's Teara'
3x 8 Card Trays , 22 .38 , _
: i . AVIRAGE DAILY REFERENTES 10 0 0 0
L - : -

Paras AR-%0-73 i
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V QUESTIONNAIRE ?1-:-‘- an "1" 1n the yro:er-c::un If ansver is “YE5,” plesse gxplaln - s = YES NQ
. . A

13. Is this the Record Copyfof the serles? ' e NP | ]ﬁ
1k. Is there a dupllcatlon of thls series in another offlce or agency? . S 0] X1

‘ /
15. Is the information contained in' this series ever summarlzed or publlshed° v -~ [ 1]
Attach copy of summary or publication. : "

16. Does the seriés coritain classified 1nformat10n requlrlng securlty handllng7 7 [.] X]
17. Does the series initlate, amerd or terminate agency p011c1es ‘and procedures° 7' 7[1]‘ e
18; danié the function bé performed if the files were lost or destroyed? E1 [
19. Is the series (or major portion of it) regularly microfilﬁed? If yes, why? 1 Xl
20. Does the fecerd‘se;ies ﬁrovide data as input to en EDP file? [ 1 X1
- 21. Doee the record series contain docemehtatibh produced as EDP printout? - ['];_[X]
22. Has the Federal Government issued 1nsfructlons governing the retehtlon/dlspo— il T

sition of these files? Federal Register (Vol. 40, No. 47, Part III),"Guide to -
" Records Retention Requirements' ( January 1, 1975 ) Part VIII 1.17 o

23. Will there be a need for these records 10, 15 years from nowV If yes, what? ~ [ ]L X1
2L, REQUIREMENTS. The follow1ng requires the files to be kept h._ ___years:
a.[)STATE ©b.[]STATUTE OF c.[JAUDIT d.[]FEDERAL_ e. DQADMINISTRATIVE ‘ f.[]HISToﬁICAL
LAW ~ LIMITATION - PERIOD LAW ' DECISION . VALUE
(Czte Law, Statute, or other reason fbr the retention requzrement)
_ See item 22

+
. 2

25 AGENCY RECOMMENDATIONS " This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR ~[]OTHER See below __ ,then:

Hold in the current files ares _month(s)/___~  year(s):

" Transfer to [ ] State Records Center (1 Local Holdlng Area; hold___ _ year(s):
Destroy. - ‘ -
Transfer to State Archives for permanent retentlon. | { >
Destroy immediately after cut-off.

[x] Other: (Specify) 7 - cCut off file at the end of each Fiscal year, hold incurrent

files area 1 year or until Federal or State Audit is completed whichever is later, then

transfere to State Records Center; hold 3 yéars; “then destroy. - :

g

Y e P ——
Y L.
[ S S N S P

(Indicate briefly rationale for recommendations :above/or write additional remarks):

To eliminate the necessity of using much neceded filirg equipsent and space X with files
that are now inactive but muqt be held for L-years bcfore destruction,

ﬁw@é }ﬁa /?t OW?*W)I Py Date _OTHER REQUIRED SIGNATURES DATE
ecommendations |[Agendy Head/Designee - = '
in paragraph 254 Aroved _ D1saroved v Ry é
arE'_&‘M S Auztor Degignee F//‘){
STATE RECORDS of’State/Destgnee -
| COMMITTEE Yed [ ] Disapproved 2-/9-74

Attorrey PeneraL/Deszgnee

Ay-roved Disapproved
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